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SHIPPING  AND  STORAGE  BR/INCH  MEi^'DRiNDTJlvI  NO.  11.3 

4  Orgaiization  of  the  ^'^qshinfi:ton  Office  of  Shipping  ajid  Storage  Branch 

i 


I  General 

Eliective  inTaediately,  the  duties  and  responsibilities  and  the  func- 
tional organir.ation  of  the  "'ashington  office  are  realigned  as  outline 
belov.^  in  accord  r.dth  the  decentralization  cf  Branch  activities  to  be- 
completed  on  or  before  November  1,  194-5* 

II  Transition  Period 

The  respective  Divisions  r-'ill  continue  to  carry  out  activities  to  be 
decentralized  pending  the  assum,:ticn  of  cuch  responsibilities  by  the 
field  offices  on  or  before  ]\fovei,iber  1^  1945 • 

III  Fun  ct  ion  al  As  si  gnmont  s  ,  . 
A.    Office  of  the  Director  , 


1.  PR3GRAIvI  FORIfeUT^ATION  AND  E}EGUTION«    Formulates  and-  exe- 
cutes the  policies,  programs,  and  activities  of  the. 
Branch,  • 

2,  COORDINATION «    Formulates  niid  recommends  to.  the  Adminis- 
trator overall  B'iA  policies  and  procedures  needed  tr 
conduct  a  sound  and  effective  shipping  and  storage 
program  assists  the  Administrator,  in.  coordinating  the 
shipping  and  storage  v.rork  of  the  coirmodity  branches. 

3»    IIAISO!'.    Iv'aintains  liaison  mth  f-be  national  offices 
of  the  War  Department,  Na\^',  Interstate  Comanerce  Com- 
mission, Treasury  Procurement,  Association  of' American  . 
Railroads,  Brsncx.ies  within  RIA,  and  other  public  and 
,    private  agencies  concerned  ivith  shipping  and  storage 
activities, 

B.    Administrative  Di-\ri5ion 

1.     FLANS  At-jD  A.NALYSES.    Establishes  standards  for  use  by 
operating  divisions  in  the  maintenance  and  compilation 
of  operations  costs  data,  vork-load  statistics,  and 
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other  control  jnfoiraation,  and  prepares  consolidated 
reports  and  comparatiA'-e  an-^.lyses  of  procuress  for  use 
by  the  -director  in  measuring  achievement  of  3ra:ich 
objectives  and  in  f orimlating  futrre  vork  projects. 

2.    AQaI ITI S TR\TI VE  I AN AGB'IENT .     ELans  and  carries  out  adminis. 
trative  policies  and  procedures  essential  to  Branch 
operations  tliro ugh  determining,  requireraents  and  rec- 
oriimending  appropriate  action  to  be  taken  on  budgetary, 
personnel,  fiscal,  organi?;ation,  and  other  management 
services. 

Program.  Management  Division 

!•     PROG?LV   ■xT-IG,    Deyol ops  "delivery  programs  for  F  "A-pro- 

cured  coiiimoditi® s  so  that  shipping  comfutmcnts  are  miade, 
direct  shipments  are  made  from  vendors  to  port  areas 
wherever  more  advantageous,  and  warehousing  is  kept  to 
a  minimum, 

2,  E  FED1TI?IG«    Expedites  the  scheduling  of  deliveries, 
giving  special  attention  to  the  f  iilf  i  ■  Iroent  of  ;oarticu- 
larly  difficult-  com  itments  and  to  the  solution  of 

the  more  difficult  operating  problem.s  as  the;r  arise. 

3.  PROGR-Ui  RESPONSIBILITY,    Assumes  responsibility  for  • 
the  effectiveness  of  delivery  programs  of  the  Branch. 

4.  REVIEA  AND  GOORDIIL.TION .    In ,  collaboration  with  other 
groups  performs  a  reviev;  of  progi'am.  progress  in  order 
to  assure  proper  coordination  of  allocations,  cormit- 
ments,   and  requisitions,  and  recommend:;,  changes  in 
programs  ir.  line  with  operations. 

5,  CONTROL  HECDRDS.    !'"aintains  daily  sum-nary  records  on 
the  status  of  Branch  prcgram.s:  serves  as  the  Branch 
clearing  point  on  all  data  and  reports  concernhig  de- 
livery programs,  •.       '  I 

Inspection  and  Maintenance  Division 

1.  WAREHOUSE  ■  I N^SPECITON.    Develops  and  recommends  for 
adoption  Branch  policies  related  to  Ti^irchcusc  inspection^ 
provides  a  comprohensive  program  and  directs  the  field 
offices  in  a  coordinated  schedule  for  inspection  of. 
T/arehouscs    storing  F  ..-oxmcd  commodities. 

i 

2,  RECONDITIOfTING  ANP  h.-NiXING.    Formulates  and  recommends 
for  adoption  Branch  poli.cies,  provides  a  cO'''";')re}:enGive 
program  and  directs  tiie  field  offices  with  regard  to 
special  handling  of  comm.odity  stocks  in  v;arehouses,  in- 
cluding fumiga.tiijg,  repackaginiiig,  and  reconditioning 
of  commodities* 
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3.    QU.iLIlY  HAINTEH.JICE.    Develops  and  .furnishes  to  the 

field  offices  safe  storage  criteria  and  other  standards 
to  be  applied  in  reviewing  holdings,  effecting  stock 
turnover,  and  carrying  out  other  sound  storage  pra<btices 
in  order  to  maintain  the  quality  of  stocks, 

4..    I NVETT TO RY  RE VI K v «    Participates  with  other  groups  in 
performing  a  periodic  inventory  reviev;  and  develops 
information  required  by  the  Assistant  Administrator 
in  authorizing  sale  or  other  dispos-al  of  surplus  items. 

5.    OD&-IOTS  ;JID  SUB-ST;J^ID.;RD  stocks.    On  the  basis  of 
information  received  from  commodity  branch  inspectors 
and  reflected  in  field  reports  on  warehouse  examinations, 
refers  to  the  proper  commodity  branch  for  sale  or  other 
disposition  out-of- condition  commodit-ies  and  odd-lots, 

6« '  S^MVAGE.    Develops  and  recommends  for  .  adoption  Branch 
■  policies  related  to  and  conducts  sales  or  other  disposal 
of  marine  and  other  salvage  as  required, 

7.'   SJlLES  K)LL017-UP.    Follov.'s  up  with  the  conmodity  branches 
^-  on  the  status  of  sales  referrals  and  on  request  renders 
technical  assistance  in  the  conduct  of  sales  or  other 
disposal, 

"   "  ■ 

E.  Claims  Division 

1,  PLANIIING.     Collaborates  idth  other  Divisions  and  field 
offices  in  developing  and  improving  the  claims  phases 
of  Branch  responsibility, 

2,  .CL-cxIMS  POLICIES.    Develops  and  recommends  for  adoption 
Branch  policies  necessary  to  carry:   out  claims  responsi- 
bilities, 

3,  DIR5CTI0I- .    Develops  a  comprehensive  prograin  and  directs 
the  Branch  in  connection  v'ith  lost  or  damaged  commodities. 

^«     RKSI^I-^SIBILITY  FOR  LOST  OR  D;i:,iGED  001J.:0DI TEES.  Adminis- 
tratively determines  responsibility  for  lost  or  damaged 
B.:A-o-7ncd  commodities  in  the  custody  of  the  Branch,  and 
prepares  reports  as  required, 

F,  Shipping  Division  - 

!•     TEGI-flCTC'L  DIRij^GTIOfl,    Develops  a  comprehensive  program 
and  directs  the  field  offices  in  the  application  of 
proper  protective  services,  the  protection  of  through 
rates,  and  the  use  of  special  equipment  as  required; 
disseminates  information  relative  to  directives  issued 
by  IGG,  .L'.R^  and  other  agencies. 


2,  ROUTING.    Iilakes  spot  checks  of  the  routing  vrork  per- 
formed in  field  offices  to  determine  that  the  most 
economic?.!  and  expeditious  movements  of  commodities 
hr.vc  been  provided, 

3.  T.'iRIFFS  .xND  R,.TES«    Maintains  snd  furnishes  tsriff  end 
r?.te  inform?.tion ,        .  , 

4-»    FORT  CONTROL.    Develops  and  carries  out  a  coordinated 
program  in  conjunction  vdth  other  Federal  ^-igcncies .  f or 
controlling  m.ovement  of  export  commodities  to  port  areas 
to  assure  a  steady  flov;  of  export  cargo  pnd  to  prevent 
congestion  of  ports, 

"G,    Storage  Division  - 

'l.    STORAGE  FOLICIES.    .Assists  the  Director  in  formulating 
recoirmendations  to  the  ■'administrator  on  overall  B'l. 
policies  related  to  types  of  storage  facilities  to  be 
used,  methods  for  soliciting  bids  and  executing  storage 
contracts,  terms,  and  conditions  to  be  included  in 
such  contracts,  and  other  m.atters  concerned  v.lth  the 
acquisition  and  use  of  vrarehouses, 

2.  STOR:\GE  i-J^;j.YSES  .ITD  STOR.\GE  PL;AnJING.    .malyacs  and 
plans  location  of  storage  holdings  to  assure  proper  geo- 
graphical diversification  of  storage  of  commodities,  , 
from  the  standpoint  of  claimants'  demands  and  "V."archouse 
economy,  in  such  a  way  as  to  make  commodities  available 
to  meet  critical  and  emergency  requiremient s  as  vrell  as 
regular  demands  for  immediate  delivery.  >  .  . 

3.  TEGMIC.X  nrRECTIQH  OF  FIELD  ACTI^/ITIES.  Furnishes 
technical  direction  to  field  offices  in  the  conduct  of 
storage  activities  (a)  by  prescribing  tech.iical , policips 
and  procedures  to  be  followed  by  field  offices  in  connec- 
tion r.lth  the  storage  phases  of  the  Branch  programs; 

(b)  by  instructing  field  office  in  handling  special 
storage  problcmsj  and  (c)  by  reviewing  reports  from  field 
offices  on  storage  activities  to  assure  adequacy  and 
effectiveness  of  operations, 

4.  RECORDS,  r.-^.intains  sumiTiary  vendor  and  vrarchouse  availa- 
bility records  for  u^e  in  analyzing  storage  holdings  and 
preparing  periodically  a  consolidated  availability  report, 

H,    Field  Opv^- rations  Division 

1.     PROCEDURES.    Develops  and  coordinates  the  development  and 
recommends  to  the  Director  the  adoption  of  ooeratiiig  pro- 
cedures and  methods  for  use  by  the  J^ranch  and  field  offices 
makes  recomrac-ndations  to  the  Branch  Director  on  action  to 
be  taken  on  all  procedures  and  forms  affecting  Branch 
functions. 


2. 


INST;iIi;.nOi-i  of  procedures.  Sup'jrvises  the  installation 
of  nc'v;  and  rGvisod  procedures  ?nd  methods  of  operation, 


EX,J:irlATION  OF  FIELD  OFHCES.    Examines  and  audits  the 
operations  cf  field  offices  to  assure  conformance  with 
"i^xshington  policies  md  procedures;  formulates  recom- 
mendations to  the  ■'-'irector  on  adaptations  needed  to  inv- 
prove  the  effectiveness  of  field  operations. 

FIELD  IIAISQM.    Serves  as  the  focal  point  in  the  Brpnch 
in  effecting  maxmum    a  shin  gt  on- field  coordination  and 
planning  of  field  operations, 

CONTACT,  Serves  as  the  Branch  contact  T.dth  other  groups 
in  connection-'V.lth '  proce.'lural  matter  affecting  the  func- 
tions of  the  Shipping  and  Storage  Branch. 

Orgajiizational  ■f'-ssignments 

A,    Office  of  the  Director  .  A 

To  the  Office  of  the  Director  is  assigned  the  Office  of  the 
Director  as  fomerlj  constituted  (except  the  xidministrative 
Section  and  the  -t^jithorities  and  Procedures  Section), 

B*    Administrative  Division. 

To  this  Division  are  assigned  the  ij-dministrativo  Section 
f'-rmerly  of  the  Office  of  the  Director,  and  the  Teletype 
Unit,  formerly  of  the  Field  Operations  Division, 

6#\.  Program  Management  Division 

To  this  Division  is  assigned  the  Program  Management  Division 
as  formerly  constituted, 

D.  Inspection    and  luaintenance  Division 

To  this  Division  are  assigned  the  'Warehouse  Inspection  Section 
of  the  former  Field  Operations  Division,  the  Reconditioning 
Section  of- the  former  Storage  Division,  and  the  Salvage  Section 
of  the  former  Sales  Branch, 

E.  Claims  Division 

To  this  ^vision  is  assigned  the  Claims  Division  as  previously 
constituted, 

F.  Shipping  Division 

To  this  -^i vision  is  assigned  the  Shipping  -division  as  previously 
constituted. 


G. 


Stora,q-e  Di\'ision 


To  this  -Ui vision  is  assigned  the  Storage  Division  ?.s  pre- 
viously constituted  (nxcopt  the  He conditioning  Section). 

H,    Field  OpQjrations  Division 

To  this  Division  is  assigned  the  ^i-uthorities  and  Procedures 
Section  Torraerly  of  the  Off j.ce  of  the  Director. 

V       Superseded  Is  glances 

This  rncrTiorandum  supersedes  the  fcllcv/ing  Branch  issuances: 
Shipping  and  Storage  Branch  I'eiaoranda  No,  30.1  r-nd  70.1  and 
Administrai'ive  Notices  No.  4  -"nd  No,  - 11, 


Approved  by: 


H.O.  WarJ-ick,  Colonel,  G.S.C. 
Director,  Shipping  .^Tid  Storage  Branch 


/ 


A  dr lin  i  s  tr  at  or 
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